Instructions for filling out the Chain of Custody Form

Part I – Laboratory Data Sheet
	Laboratory Batch Blank
	Filter #:
	Comments:

	Filter ID
	Filter Cassette No.
	Weigh Date
	Filter Type (Planned)

	
	
	
	RO □        CO □         FB □       TB   □

	
	
	
	RO □        CO □         FB □       TB   □

	
	
	
	RO □        CO □         FB □       TB   □

	
	
	
	RO □        CO □         FB □       TB   □

	Analyst/Custodian:
	
	Shipped Via:
	

	Sent to (Organization):
	
	Shipment Date:
	

	Filters must be used by:
	
	Air Bill No.:
	

	Comments:



Part II – Field (Filters Received)
	Received by:
	
	Date Received:
	

	Shipment OK?
	□ Yes  □ No (use comments)
	Station ID:
	

	Next Cooler Needed by:
	


	
Part III – Field (Field Operations)
	Filter ID
	Filter Type RO CO FB TB
	Start Date
	Start Time
	Stop Date
	Stop Time
	Retrieve Date
	Retrieve Time
	Sample Time
	Avg Flow

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Filter ID
	Flow CV
	Volume
	Amb T (min)
	Amb T (ave)
	Amb T (max)
	Filt T (min)
	Filt T (ave)
	Filt T (max)
	Pres (min)
	Pres (ave)
	Pres (max)
	Δ T

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Comments:

	

	Shipment Sent By:
	
	Shipped Via:
	

	Air Bill No.:
	
	Shipment Date:
	



Part IV – Laboratory Data Sheet (Returned Filters)
	Received By:
	
	Date Received:
	

	Condition of Filters OK?
	□ YES               □ NO
	Cold Packs:
	Cold Pack               □ Frozen          □ Cold          □ Ambient

	Temperature at opening of cooler:
	
	Required weigh date:
	

	Comments:




Gravimetric Laboratory Chain of Custody Form #:_______________
*See instructions on back 


4220 S. Maryland Parkway, La Plaza – Bldg C   Las Vegas, NV   89119
Part I – Laboratory Data Sheet
Laboratory Batch Blank	Fill in the filter number that will be used as a laboratory batch blank (note:  this filter is not shipped to the field.
Filter ID	Enter the filter number.
Filter Cassette No.	Enter the filter Cassette Number associated with the filter.
Weigh Date	Enter the date that the filter was tared (or pre-weighed).
Filter Type (Planned)	Mark the anticipated filter type.  There will also be a RO (routine filter), a FB (Field Blank), and a TB (Trip Blank) in each shipment of filters.  There may be a CO (co-located sampler) in a shipment.  Each station receives filters packaged in a unique chain of custody.  One shipment of filters in each chain of custody are designed for one sampling event.
Analyst/Custodian	This is the signature of the analyst who is releasing the shipment to the field.
Shipped Via	The shipping company that is shipping the filters to the field.
Sent to (Organization)	This is the organization that the filters are being shipped to.
Shipment Date	Enter the date the shipment is sent.
Filters must be used by	Add 30 days to the date shown in “weigh date.” 
Air Bill No.	This is the airbill number for the shipment.  

Part II – Field (Filters Received)
Received by	Signature of the person picking up the shipment of filters in the field
Date received	Enter the date that the shipment is received.
Shipment Ok?	Check that the filters  appear to be intact upon opening the package.  If the shipment is not ok, please use the comments in this section to describe the issue.
Station ID	Enter the station ID, if there is one.
Next Cooler Needed By	Enter the date that the next set of filters are needed by.  Give yourself time to compensate for possible shipping and receiving delays.

Part III – Field (Field Operations)
Filter Type (RO CO TB FB)	The laboratory ships the filters with the filter type designation (see Part I of the chain of custody).  The user has the RO CO TB FB	option of changing this designation upon the use of the filter.  RO = routine sample, CO = co-located sample, FB = field blank, TB = trip blank.
Start Date & Time	Date and Time that the sample starts.
Stop Date & Time	Date and Time that the sample stops.
Retrieve Date & Time	Date and Time that the sample is retrieved by the operator.
Sample Time	Amount of time (in hours) that the sample ran.  Nominally, it is 24 hours.
Avg Flow	Average flowrate of the sample.  This is given in liters per minute.
Flow CV	This is the coefficient of variation for the flowrate during the sampling period.
Volume	This is the calculated total flow through the filter during the sampling period.
Amb T (min, ave, & max)	This is the minimum, average, and maximum ambient temperature measured during the sampling period.
Filt T (min, ave, & max)	This is the minimum, average, and maximum filter temperature measured during the sampling period.
Pres (min, ave, & max)	This is the minimum, average, and maximum ambient pressure measured during the sampling period.
Comments	Comments section for the  field operator.
Shipment Sent By	This is the signature of the person who is shipping the filters to the gravimetric laboratory.
Shipped Via	This is the carrier used to ship the filters.
Shipment Date	This is the date that the shipment was submitted to the shipper.

Part IV – Laboratory Data Sheet (Returned Filters)
Received by	This is the gravimetric laboratory staff person who receives opens the received filters.
Date Received	This is the date that the shipment is received.
Condition of Filters OK?	This is a visual inspection of the filters as they are seen when the package is opened.
Cold Packs	The packs are inspected to see if they are still cold.
Temperature at opening of cooler	This is the temperature of the filters as they are seen upon opening the shipment.
Required weigh date	This is based on the temperature of the filters as measured by the laboratory when the shipment is opened.  It is calculated by the following:  Hold Time = 34 – Ttemperature received, where hold time is a minimum of 10 days and a maximum of 30 days.  Add the day that the sample is stopped to the hold time and this is the required weigh date.
Comments	Comments entered by the gravimetric laboratory staff.
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